
OFFICE OF THE SECRETARY OF STATE 

Attention: Scheduling Section. 

FOR RECORDS MANAGEMENT USE 
Applica . n Number 

&l-  l6q 
FORAGENCYUSE 1. Agency Address 

Application Date Department of Education 
Office of Vocational Education 
Division of Vocational Instruct ion Date Received Date Completed 

' 

Application Number 
Nutrit ion Education F E E  1 3  1981 1 M A R  i i 1981 __ Atlanta, Gmorgia . ~ 

2. Person to Contact Working Title Telephone Number 
Ann Register Coordinator 656-2 545 

~~ 

3. Action Requested 
a. W Establish Retention Schedule; record wil l continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

I__ c. 0 Am;n;a~;!bx3ic~ih _I_ ~ Check One: 0  change^; D-Supercede; 0 Void 
4. Dates of Series 
Earliest 

6. Division and Office Function 

5. Records Series Title (followed by title used in office; if different) 

1979 t o  date Nutri t ion Training Agenda and Class Roll F i les  
What i s  the function of the Division and the Office in which this record series i s  created? 

The Division of Vocational Instruct ion is  responsible fo r  developing policy re la t ing  t o  
vocational ins t ruc t ion  a t  the secondary and posts.econdary level ;  par t ic ipat ing in  the 
development of the S ta t e  Plan fo r  Vocational Educ'ation; developing vocational education 
program standards r e l a t ing  t o  ins t ruc t iona l  areas;  providing consultative services  t o  
local school systems involving a l l  'phases of the instruct ional  process; par t ic ipa t ing  on 
evaluation of local school systems' vocational programs; reviewing arch i tec tura l  plans 
f o r  local school systems'  voactional f a c i l i t i e s ;  reviewing request from local systems 
for the purchase of equipment; reviewing vocational education ins t ruc t iona l  materials;  
reviewing preservice and in-service t ra ining programs; and supervising vocational student 
organizations a t  the s t a t e  leve l .  

Record Series Description 

Documents to: conducting t ra ining for  local school system teachers,  administrators,  

This file contains the following documents (include form numbers and titles, if anyl: 
Attach samples of the file. 

~ 

parents,  and food service personnel. 

File isarranged: chronologically by f i s c a l  year', thereunder alphabetically by  subject of 
- ~. t ra in ing .  ~ 

thly Reference Rate How often are records referred to which are: 

One to six months old ' Seven to twelve months old 5 ; Thirteen t o  twenty.four months old .-; 

Letter-size drawers ; Legal-size drawers ~- .-;Shelves ; Other (specify) 

AR-50-71: Rev. 76 lover) 



I 

V 

. . ~ . .  . . . . 
'ES I NO I 10. QEe@onnare (Place an "X" in the proper ~~. column) 

~~ ~ - ~ ~~~ - 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
- __ not. where is it? 

I 

I X I c. I s  thisa vi ta l  record? ~ 

1 x 1  d. Does this series have historicalorlong term research-value? ~- ~- 4 1. I 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

series~cyer published? If ves,amchcaev. - -. ~ 

series ever analyzed andlor recorded in a summarized report? 
.- 

.. 

- 

-. 

?etention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period - ye 
b. Statute of limitation - --- -years. e. Administrative need 2 ye 
c. Federal law years. f. Federal retention instructions 3 ye 

Attach copy or excert of laws or regulations. Explain administrative need. 

.I 

7 CFR 210.8, 210.14, 210.16, 240.10 

________ ~~ 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; E3 Fiscal Year; 0 Other -then. 

N Hold in the current files area 
0 Transfer to local holding area; hold 
a Transfer to State Records Center; hold 2 yeads); then 
Ix1 Destroy. 
0 Transfer to State Archives for permanent retention. 

month(s) 1 year(s); then 
year(s1; then 

Other (Specify) 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations i 
raph 12 are appr 

'f explanation.) 


